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This is the Login Screen for the Language survey program.  New users will click the
“New Users Sign Up Here” button.  Approved users will fill in their User ID and
Password. 
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Duc has been assigned as the Master Departmental Level Coordinator  for the 
Language Survey. 
 
This means that Duc will be able to approve new assistant coordinators, create 
reporting groups, and view, enter, and edit for all the reporting groups in the 
department. 
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Duc fills out the requested information and clicks the “Sign Me Up” button. 
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New Forms
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This is the Login Screen for the Language survey program.  New users will click the
“New Users Sign Up Here” button.  Approved users will fill in their User ID and
Password. 
 
If user already has signed up and forgot User ID and/or Password, please contact your
Bilingual Service Analyst. 
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Coordinators will choose the current survey year to input their survey data. 
Coordinators are able to utilize 2003/2004 data for reference. 
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If necessary, coordinators will click “Change My User Information” to update their
new information. 
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Print out confirmation page for future reference. 

 
 
 
 



Language Survey User’s Guide  Page 12 of 17  

 
 
 
 
 
 

Click “View/Define Surveys” to define survey weeks. 
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Survey weeks must be non-consecutive.  The Criteria refers to the formula the
department uses to establish bilingual positions.  The Act required departments to
staff bilingual positions if any local office receives 5% or more contacts, but some 
departments choose to use 2.5% as their criteria. The SPB requires that each survey
week must have five working days. Click the “Change this record” button to save the
data
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Slight change to Form
D. The bilingual staff
are divided into three
categories. 

Slight change to Form
D. The bilingual staff
are divided into three
categories. 
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New reports to 
assist Coordinators 

 
 
 
 
 
 

Coordinators will be able to utilize the new reports (in yellow). Analysis Reports will
be gone and it will display “Compliance Report”.  These are the tables that you will
use to drop the survey into the Compliance Report Document. 


